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shief, vanpsgewent Staff 20, Aprit 1950

chief, Records Farsgerert Staff

el Report - Weex Ending 23 April 193¢
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(1)

(2)
(3)

(&)

“he Gegords Center received 5h ew. fi. of ipsetive records
froa Tive Offices. One-hundred and twent. -three eu. L.
of insetive records were destroyed by the ~enter. Thise

wes 53 cu. ft. more thao the weekly svers.e sinee 1 Januery.

Cosploted eight rew snd revised forzs.

Cospleted a subject-nuzeric £iling system in the Specisl
Projects Bremch, O8I. This systen provides s pethoft of
serginoting files and alreadr one cu. e, »f ingetive
records hes been idertified for retiresent.

Coupleted Records Control Schedules for tperations

 Support Feoulty snd the Opientations and Srilefing

oficer of OTR.

e xﬂ“% thle

(1)

(2)

Recoumended to the Puilding Planaing Cowslttee an’
inevease in the size of secured arvess for better
utili{zation of shelf filing equipment.

Coupleted the evalustiion of an I=mployee Suggestion and
reconvended 1ts sdoption for savings of 212€ tn eomis
for printing the Sesurity Check Sheet.

2. issignments - Active

a. Audit of Feeords Conirol Snhedulen.

(1)

(2)

or2 - Ses 1la (&) adove. Conversion of & secured aren
for central storage of OTH saterisls 1% =lso under wav.

office of the DD/S

b, Ingtallsilos of Filing Svetews

()
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0ffice of Personnel Subject-lumeric Flles - Ipstuilistion
ir. D/Pars. 6 conplete.
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2} ORR Bubject-Ruzerie Files - xmmn;um sta
@ neferance Branch, Library Mryision of t.%.ﬁ aaﬁmgmwia
Aven, (me cu. ft. of iractive seterial dsgtroved.

' i £ oider for lom-
Blogrsphic Profile Piles - Poeket Tile tm
3 proved Tiling operatlions 1pated and sccepted.

ghelf ¥ile Installations

' L : ‘ don qsitior for shelving
1) ap {dbrary/ORR - Submission of requisitiorn f ;
() wfim allocetion of funds by fienl Fstate and Con-
struction Division to secure srea.

{(2) C€IA Livrary/oCh
(3) Acquisitions Eranch 1Abrary /OCR
. g , RN oy of
4) M¥mehizme Records Division/Comptroller ~ Bight sectlons ©
) records center type shelving being ohteined for in-
stallation in Curie Halil.

"1 - Prelisinery
rerice of the Director.

cecords Mapagesent Survey, Office of
surve; cospleted except for the ljuwe

Revision of Travel Order Pory.

.

d.

25X1A9a

Survey of Vitel Personcal Records.

W

graphics Register File Index
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Five Staff mesbers stiended the sonthly ASPA 1uncheon meeting.
Fine ;w}.a from thie Btalf, two fro= 860, and five from as:tm )
offticen attended the April 18¢h Intevegency aezmﬁmmmnwtmu
Conference, “Hesagewent of Printing and Paperwork.
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I s vlessed with actlon being iaken by wn’m‘f ¥
i im;f‘@i their Vi operstioss through betier selection and

scheduling of Seposits.

O£R to

: ; : {ties for using & nev Lype
. . exploring seversl poasibvilities fr;xf ‘.@2 oy & DOV G
¢ ::; :;;:gehmz developed by the Disbold Corp. Calied

A8d.-A-Shelf, the equipsect

can be asgenbled and dissssembled
af the Bullding Flanning

o o WOrieTE. ¥Mre _ . " nRARE
ggﬁi& wag partieularly wpressed with its potentiality.

25X1A%9a

25X1A9a

(25 April 1958)
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